Chapter 7 

How to Write A great CV 
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Why do this now?-Why you are 

writing 



* Time will go by quickly 

* It will help you organize important things for your 
future career 

* Assists in setting goals for your future 

* Helps when getting recommendation letters and 
applying for positions 

* Some grants and awards applications require this. 

* It is most important to keep you up-to-date 



What is a CV? curriculum vitae 



* Your CV is your own personal advertisement 

* Selling tool 

* Outlines your skills and experience 

* Opportunity to present yourself in the best possible 
light. 





* The CV is generally used for academic 
positions and is much longer, as it includes 
publications, conferences, etc. 

* Resume is shorter and only contains 
information that is relevant to a particular 
position 



Resume vs. Vitae 


* Length: Short 

* Content: All-inclusive 
summary of skills, 
experiences and 
education 

* Purpose: to get an 
interview or 
employment 


* Length: As long as it 
takes 

* Content: Area-specific 
listing of education and 
academic background 

* Purpose: promotion 
and tenure, grants, 
specialist positions, 
awards, etc. 



Resume 



Resume is quite simply an 'advert' to sell yourself to an employer 



Atypical resQmewill indude the following information: 



• M flud Coiitactlii/orffiiitiofi: your residential address night lie most appropriate, era 
: you are looking f( 

Edtimrion; a listing of your degrees or certifications and educational institutions or programs, 

M Experience; names erf the companies or organizations tliat you have worked for, tlie location of each company, the dates worked, your job title, 




i enroll 






r 

A resume gets you an interview 





> Find out which applicants are suitable 

> Choose a small number of 
candidates to interview 



> Same issue for proposals 
and grant applications 



Stand out from the crowd 



> Include interesting and 
unique information 

> Attempt best effort to make 
a first impression 



> No chance to explain if you ■ 
do not get an interview I 



The CV 



Means "the course of one's life" 

A typical CV will include the following information: 

• Mime and Contact Information: contact information for your current institution or place of employment may work best, unless you do not want your 
colleagues to know that you are job-hunting. 

• Areas of Merest: a listing of your varied academic interests. 

• Education: a list of your degrees earned or in progress, institutions, and years of graduation. You may also include the titles of your dissertation or 
thesis here. 

• Grants, Honors and Awards: a list of grants received, honors bestowed upon you for your work, and awards you may have received for teaching or 
service. 

• Publications and Presentations: a list of your published articles and books, as well presentations given at conferences. If there are many of both, you 
might consider having one section for publications and another for presentations. 

• Employment and Experience: this section may include separate lists of teaching experiences, laboratory experiences, field experiences, volunteer 
work, leadership, or other relevant experiences, 

• Scholarly or Professional Memberships: a listing of the professional organizations of which you are a member. If you have held an office or position in 
a particular organization, you cm either say so here or leave this information for the experience section, 

• References: a list of persons who write letters of recommendations for you, which includes their contact information. 



Types of CV-resume 



* Chronological 

* Skills 

* Mix of the two 



Chronological CV 




Provides a chronological review of current 
experience, followed by past experience. 

* Traditional approach 

* Can be useful if you have work experience directly 
related to the job/sector you're applying for 

* There is a danger that the chronological CV can be 
dry to read. 

* This is a great format for someone with a 
progressively responsible work history 



Skills based 




* Includes a separate skills section 

* Focuses on the skills and attributes you have which 
are relevant to the job 

* Useful if you have limited or unrelated work 
experience 

* Can be more dynamic and interesting to read than a 
chronological CV 

* May result in minimal details in other sections, 
therefore creating an imbalanced structure 



* Choose the best and most relevant elements 
of chronological and skills-based CVs 

* Includes a separate but shorter skills section 
than in pure "skills" CV 

* Allows space to include some commentary 
within the work experience section 



EVALUATE YOUR SKILLS 

What do I have to offer? - what am I selling? 

* List down: technical knowledge, menagerial skills, IT, 
languages, etc... 

* personal strengths & interests 

* Example: 

* Bad: Sold books to clients located in Slovenia 

* Good: Increased sales by 17% 



* Clear - well organized and logical 

* Concise - relevant and necessary 

* Complete - includes everything you need 

* Consistent - don't mix styles or fonts 

* Current - Up-to-date 



CV Quiz 



Better skills 
to reach 
our goals 




r 

Possible contents of a CV 




* Personal details 

* Personal profile/career objective or 

* Other headings... summary, achievements... 

* Education and qualifications 

* Work experience 

* Skills profile 

* Interests/extra curricular activities 

* References 



r 

Summary of sections 




Name 

Address, telephone number, e-mail address 

Objective 

Education 

Experience 

Achievements and awards 
Skills 

Professional affiliations 

\- Optional 

Publications or projects 



r 

Not to include 




* Age 

* Ethnic identity 

* Political affiliation 

* Religious preference 

* Hobbies 

* Marital status 

* orientation 

* Place of birth 

* Photographs 

* Height, weight, health 

There are exceptions to some of these items 



Personal Details 




* Name 



* Address - use only one correspondence address if possible 

* Telephone number 

* Email -using an appropriate address 

* Nationality - no obligation to include this but may be useful 
to clarify work permit status 

* Date of birth - not needed 

* Gender- not needed 

* Photographs - not normally included on CVs 



Personal profile 



Might also be called "career objective" or "summary" 
Purpose is to that you want an 

employer to know about you (e.g. skills, experience, 
career objective 



Examples: 

* A highly motivated BA/BSc student looking for 

a work placement in I have strong 

problem-solving skills and a logical and analytical 
approach. 

* A undergraduate with substantial work 

experience in , looking for an opportunity 

to develop a career in 

r 22 



- ^ Education 








FUTURE y 




FUTURE y 



* Should be in reverse chronological order i.e. most recent 
first 

degree level study 

pre-university education, generally back to 
GCSE level/age 16. If information is very old, you 
have the discretion to omit it 

* For overseas qualifications, show the name of the 
qualification and indicate an equivalence. 

* Get the school's names correct! 



Education and Qualifications 

2011 - Present University of Kent 

BA (Hons) Fine Art 

Modules include: Contextual Studies, Creative 
Investigations 

Project: Communication and Critique 

2009 - 2011 Maidstone Grammar School 

A-levels: Media Studies (A), Art (B), 
Information Technology (C) 

2005 - 2009 Wrotham School 

GCSEs: 8 GCSEs including English and Maths 



* Include full time, part time and voluntary work and 
work placements 

* Generally list in reverse chronological order (most 
recent first)... 

* ....or, group into "related" and "other" work 
experience 

* Show dates you were there and your job title 

* Show the employer/organisation name, broad location 
and if helpful, the nature of their business 



Example of Work Experience: 




September 2009 - present 



Recruitment administrator (part-time) - NHS Trust, 
London 

* Drafting letters ensuring clarity, accuracy and clear 
presentation 

* Organising interview schedules and liaising with 
external agencies regarding work permits and 
criminal record checks 

* Communicating effectively both face to face and on 
the telephone 

* Accurately maintaining office information systems 



r 




* Include skills which are relevant and of interest to the 
job/employer/sector 

* Always provide evidence for skills 

* Make links between your skills and the job - show how you 
are a good match with the job requirements 

> Software programs and proficiency (Word, PowerPoint, Excel, 
FrontPage, AutoCad ... ) 

> Programming languages (include Visual Basic, HTML, PHP, ... ) 

> Abilities (based on experience) 
Languages and language ability > 



Work Experience 



Commercial awareness 



Learning new 
skills as required 



Lateral thinking 



Accepting 
Responsibility 



Enthusiasm to make 
things happen and to 
achieve goals 



Self Reliance 



Numeracy 



Collecting 
data 

Classifying/ 
synthesis 1 ng 

Identifying/ 
evaluating options 

Summarising data 
IT Skills 

Prioritising 



Professionalism 

managing your 
learni ng/pe rf o rma nee 




Working on your own 
initiative 



Editing/ 
Summarising 

Reporting 



Foreign 
languages 



Organising & 
Planning 



Working to 
deadlines 



Responding flexibly 

and positively to 
changing situations 



Time 
management 

Action 
planning 




Telephone skills 

Presenting 



Communicating 
SKILLS MAP 



Delegating 



Setting 
objectives 



Persuading & 
influencing 



Listening Skills 

Giving/accepting 
constructive criticism 

Supporting others 

Presenting a positive 
personal image 



Motivating others 
Being assertive 

Negotiating 



© Copyright of the University of Kent. Please email Bruce Woodcock bw@kentac~uk jf y 0U have suggestions Tor improvements. 

www. ke nt. a c. u k ca re e rs 

What examples can you give from your work experience? 

If you have no paid work experience, give examples from 

voluntary work or from your course 



created instructed analyzed produced 
negotiated designed calculated maintained 

administered controlled reviewed 
consolidated delivered founded increased 

studied invented supplied detected 
programmed recommended distributed 
developed solved prepared installed 
selected arranged formulated solved started 



Transferable s 
emol 



* Communication 

* Team work 

* Leadership 

* Initiative 

* Problem solving 

* Numeracy 



cills sought by 
>yers 




* 



Interpersonal 

* Self awareness 

* Flexibility and 
adaptability 

* Commitment and 
motivation 




Creative, efficient, proficient, systematic, hard worker, 
prefer to act, well versed in..., willing to take initiative, 

like to work in one place, enjoy challenging 
experience, persistance to work underpressure, first- 
hand knowledge of..., having a desire to learn 



References 




Ideally, one academic and your manager 

Ask permission from your reference and let 
them know what position(s) you've applied for 

Use relevant references if possible 

You can say Veferences available on request' 
ratherthan including contact details if you 
wish 



Provide the contact details of your referees ( name, 
address, job title, telephone no. and email address) 
rather than a "standard" reference letter 

Ref e l^e n cre^ 



Dr Thomas ATiderson (Tut or > 
Lecturer irr E ng in e ex - ing 
TLJnrv - ers it V of IVIancnest er 
H art ford Ro a d, Mancriester 

Tel: 0161 224 3071 

Email: t . a riders o nig ma tic Ires ter . ac . uk 



nvtr. Smitti Rodriguez (BmpLoyer) 

Business Team Leader 

Star Finder Ltd. 

IvIiLtcy Lane, London 

WC2E 7PR 

Tel: 0020 323 7319 

Email: s mi t h . rzrg- s t a r fi nder . co . uk 




It is not 'one size fits all', you 
need to tailor your CV to each 

position you apply for. 



Do not just copy standard CV 
samples! Your CV should be 
your own, personal, and a little 
bit different. 



Present Your CV 



Use tables to line everything up 




Experience 



Document Specialist 

FMCG 
o-no tn 0-on 


• Prepare color flip-books and presentation materials for financial consultants 

• Edit and proofread marketing newsletters and monographs 

• Mpnnti?itp writpr'Q pippHq PnnliQh iiQ^inp firm qK/Ip i inrlpr Hparllinp nrPQQiirp 
iNcyuuciic wiuci o i iccuo, i^i ly noil uociyc, iniii oiyit? uiiuci ucduinit? |jicoouic 

• Modify stock images, clip art, and logos to meet writer's specifications 


Paralegal 

Anthony Santoni, Esq. 
0-00 to 0-00 


• Cover light phones and typing part-time 

• Prepare and filed legal papers 

• Perform consultations and intakes for new cases 


Assistant Art Director 

That New Magazine 
0-00 to 0-00 


• Create ads and layouts using an MCS typesetter and a Macintosh 

• Conceive and implement design overhaul for TheaterWeek 

• Design two-, three-, and four-color covers, inside pages, advertisements 

• Efficiently produce five magazines with four deadlines a week 


Summer Intern 

The Buffalo News 
0-00 to 0-00 


• Cover for vacationing staff on copy desk and in features department 

• Edit copy, proofread, design cover pages for sections on deadline 

• Write for book review and feature section 

• First intern ever selected from SUNY Fredonia 


Intern and Stringer 

The Post-Journal 
0-00 to 0-00 


• Report on three local governments and two school boards 

• Write hard news and features 

• Take photographs to illustrate stories 

• Cover police and court beat when assigned 


Peer Tutor 

SUNY Fredonia 
0-00 to 0-00 


• Tutor college students in writing and mathematics 

• Train in general program and a full-semester writing tutor program 

• Help train new tutors 

• Write computer program to analyze usage statistics 



Limit font to two choices 




For text: a serif font like Times 

For headings: Arial or Helvetica are good choices to add 
visual interest 

Don' t choose non-standard fonts like Comic Sans or 



Font size should be 11 or 12 point 



Use brief style like presentations 




> Omit articles (a/an, the) 

> Use more lists than sentences 

> Arrange information in columns 



Final thoughts ... 




> Choose the correct tense and use it consistently 

> Do not ask for a particular salary 

> Be accurate and honest 

> Print it out! Do not attempt to proofread on screen 



he first visual impression of your CV is 
important 

For standard CVs, use plain white A4 paper 
Do not double side 
Keep your CV to two sides of paper 
Check your spelling 

Use bullet points and bold font but in 

moderation 




Formatting - make sure it's consistent 

Size 10-12 font (depending on font style) 

Clear font e.g. Arial, Calibri 

Focus on accomplishments 

Target your CV to that job/company 

2:i 7 not Two One or 2,1 

Use short, concise sentences 

Consider your audience 
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Covering Letters 





FREE COVER LETTER TEMPLATE 



MrsJulie Green 

Hiring Manager Date 
Tescolnc. 2S Dec 2012 

Made Up Road 

London 

E34 7EU 



I write to fo rm al I y ap ply fo r th e Gi vi I En gineer v acancy advertised o n th e Learni st. org webs ite o n 25th 

0 cto ber. Th e p ost s u its my acad em i c abi I rty . ex p eri ence an d career as pi rations p erfectly an d I wo u I d be 
delighted to be considered for the role. 

1 n ote o n y ou r webs ite th at the m aj o rity of p raj ects wh ich y ou are i nv otv ed i n are rai I co ntracts . an d th is i s 
an area I wo u I d v ery much I ik e to g et m o re i nvol ved with. Si n ce I eav ing univ ersity I h av e been 

co nti nurou s ly em p I oy ed o n civ il engi neeri ng p ro^cts within th e constru ction an d water uti lities i n du stries 
and have been involved in over2 5 successfully completed projects from planning, designing, setting out 
th ro u gh to o verseei ng s ite wo rk s. 

My continued progression inthe engineering field has allowed meto gain significant experience leading 
multi- disciplinary teams and develop my client relation building skills, as well as putting my academic 
s k i 1 1 s i nto p racti ce. 



I h av e en cl osed my cu rrent OV fo r y ou r consi deration an d wo u Id be k een to h ave th e chanceto m eet you 
to discuss the d etai Is of th e v acancy. Sh ou I d y ou h ave any q u esti ons o r need ad ditional cl ariflcati on o n 
any aspect of the above, please contact me on the above telephone number. 

Yajjcsincerely 
Thorn a 5 Brown 
Made up Road 
Manchester 
post -code 

Mobile: 000000000000 
Email: ernail@ernail.com 



What is a covering I e tt e r? 




* A covering letter generally accompanies a CV 

* An important part of an application - not just a 
formality 

* Highlights your key skills and suitability for the job 
clearly, concisely and positively 

* It is tar geted at the job/sector you are applying for 

* It complements and develops the information in the 
CV rather than duplicates it 



* Never send a 'naked' CV 



* The purpose of the letter is 

*To make sure that the CV arrives on the 
desk of the correct person. 




Opening paragraph 



Why are you writing? 

Responsive - name specific job vacancy and where 
advertised 

Speculative - state broad type of work you are 
interested in, on what basis (e.g. work placement, full 
time) and when you are available 

Who are you? 

A xxx undergraduate looking to develop work 
experience in 



Why that orgnaistaion and why that job/industry? 

- demonstrate knowledge of and interest in both 

- make links through your degree subject if 
appropriate 

Why you? 

- why should they consider you? 

- what key skills/strengths can you offer? 

- support your statements/assertions with evidence 
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Closing paragraph 



* Polite ending - convey interest and enthusiasm in the 
role 

* May be indicate any times available/not available for 
interview. 

* For speculative approaches, say that you will follow 
up your letter with a telephone call within a certain 
period e.g. within a week. 



24 Granger Road 

London 

N36LP 
10 February 20?? 

Ms. S Johnson 
Graduate Recruitment Manager 
Carver Marketing Ltd 
6 Bridge Lane 
London 
W1 7YU 

Dear Ms Johnson, 

Re: Application for Position of Graduate Marketing Trainee 

Opening Paragraph 

Middle Paragraph 
1 

Middle Paragraph 
2 

Closing Paragraph 

Yours sincerely, 
Abdul Hafiz 



Dear Sir or Madam 
= Yours faithfully 

Dear Ms Johnson 
= Yours sincerely 



* Maximum 1 side of A4, word processed 

* Consistent font size and type (and consistent with 
your CV) 

* Send to a named person where possible 

* Correct spelling and grammar 

* Formal "business letter" layout 

* E-mailing - send the letter as an attachment with your 
CV 



Resources for writing CVs and cover 
letters 




* http://intranet.londonmet.ac.uk/studentservices/ 
careers 

* www.prospects.ac.uk - Jobs and Work /Applications 
and Interviews 

* www.targetjobs.co.uk - Careers Advice - Applications 
and CVs 

* http://www.careerride.com/fresh-graduate-sample- 
resume.aspx 



A CV format should include: 

1. contact information 

name 
address 
telephone 
mobile phone 
e-mail 

2. personal information 

date of birth 
place of birth 
citizenship 

visa status (if you apply for a job abroad) 
sex 

3. optional personal information: 

marital status 
wife's/husband's name 



4. employment history: 

position details and dates (in chronological order) 
work history 

5. education 

high school 
graduate school 

6. professional qualifications 

certificates 
computer skills 

7. languages 

8. references 

9. interests & hobbies 
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RESUME 

■ 

style 


American 


l 


Jennifer Roberts Married 

1320 Forest Drive No children 

Palo Alto, CA94309 

tel: (650) 498-129 

email: ilroberts(5)mailbox.com 

III I I • III I W %^ y III I I # % ■ III 


Objective To obtain a position as a German-English translator with a 

firm in the Bay Area. 
Education 


1996-98 
1990-94 

2 


Master of Arts in Translation, Stanford University 
Bachelor of Arts (cum laude*) 
Major: German; Minor: Russian, Georgetown University 


*at the third level of the three highest levels of achievement that students can reach when they finish their 
studies at college 



Experience 



1998-present 
3 

1996-98 
1994-96 

Germany 



Freelance technical translator, German-English 
mostly for hi-tech industries in California 
Teaching Assistant (German), Stanford University 
English Teacher, Cambridge Institute, Heidelberg, 



Languages 



Fluent German and Russian 



Personal Interests sailing, cooking and entertaining friends. 



Reference 4 Dr. M. Rosen, Chair, Department of Modern Languages, 
Stanford University, Palo Alto, CA94305 
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PARAGRAPH 1 

/ am writing... 

- explain which job you are applying for and how/where 
you heard about it 

other useful phrases: 

• I noted with interest your advertisement for a .... in today's edition of .. 

• I am writing in response to your advertisement in ... for the position of 

• I would like to apply for the vacancy advertised in ... 

• I am interested in applying for the post of ... 

• With reference to your advertisement in ... 

• As you will see from my CV ... 

• I have enclosed a copy of my CV, from which you will see ... 

• Please find enclosed a copy of my CV. 



PARAGRAPH 2 



Since graduating ... 

- briefly describe your most relevant qualifications and/or 

experience 

other useful phrases: 

• I am currently studying .... at ... 

• After graduating from I ... 

• Since leaving university, I have ... 

• On leaving school, I ... 

• Having gained a degree, I ... 

• While I was working at ... 

• During my employment at ... 

• I am currently employed at ... 



PARAGRAPH 3 

/ would welcome ... 

- explain why you want the job and why you think you 
would be good at it 

other useful phrases: 

• This post interests me because ... 

• I would welcome the chance to gain more experience of ... 

• I would be greatful for the opportunity to improve my ... skills. 

• I have extensive experience of . . . 
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PARAGRAPH 4 



/ am available ... 

- say how you can be contacted and/or when you are 
available for the interview 

other useful phrases: 

•If you consider that my experience and qualifications are suitable ... 

•I am available for interview any afternoon and would be pleased to discuss the 

post in person. 

•I will be available for interview from ... to ... 

•I can arrange to attend an interview whenever convenient for you. 
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4^^^^^ Curriculum Vitae 



Resume number (do not fill this box): 



Personal Information 




Name: 


Surname: 




Nationality: 


Marital Status: 




Home Phone No.: 


Mobile Phone No.: 


Photo 


Date of Birth (DD.MM.YYYY): 


(Please, attach it, here) 


E-mail: 




Children: 




Home Address: 




What field you are applying at Samsung Electronics Moscow Office (sales, marketing, 
product management, etc.): 



Education History 


University / 
Department 


Period 

MM.YYYY to MM.YYYY 


Major 

accurately 


Degree 


Graduation 
Year 

MM.YYYY 


GPA 


Thesis 








Ph.D. 














Master 














Bachelor 










































Certificate 














Certificate 









Are you expecting to receive a Diploma with Honors (Red BS / Specialist / MS Diploma)? 
(Yes / No) 



Please, fill this form and send it at email Fresh@samsunq.ru with a phrase "Fresh Graduate 
Recruitment" in the subject line of your email 



Now, it is your turn. 

Write your CV 



